Absence Management — Launching the Absence Management Procedure in your Department

Introducing the absenceM anagement processto your staff isthe first key stepin the absence
management procedur e.

Staff need to know that absenceis being taken seriously by the Collegeand that absencewill be
closely monitored. How successful the processisin your arealargely dependson how well you
communicate thisto your team. In order to assist you in a successful implementation we have
outlined the key areasthat you should cover whenlaunching the absence management procedur e.

When addr essing your team you will needto distribute the following handouts: (PleaseClick on the
below Handouts to download)

1. Copy of your local sicknessreporting procedure

2. 3 Stage Approach Flowchart

3. Bradford Factor information sheet

4, Employee Responsibilitie s

1. Explain the purpose of the Colleges Absence M anagement Procedure.

The Absence Management Procedure provides aconsistent, fair and supportive approach to
managing absence.

The Collegeis committed to improving the health, wellbeing and attendanceof all staff and
valuesthe contribution of every individual. However absences are a great financial costto the
Collegesome examples of thesecosts are as follow:

- The hiring of temporary replacement staff

- Missed project deadlinesdue to alack of trained staff in certain areas

- Reduced client satisfaction levels

- Low morale among colleaguestaking on additional responsibili tiesin everyone’s contract of employment and 1
staff to take responsibili ty for achieving and maintaining good attendance

2. Introducethe 3 Stage Approach Flowchart
*ensureall staffreceivea opy of the flowchart*



The 3 Stage Appro ach Flowchart fo



which may include, Disdplinary action, ill He alth Retirement, re-deployment or incapacity
Hearing.

M aker eferenceto the Employee Regonsihilitie s handout and make surethey areclear about its content.

Ask staff if they have any questions. Refer themto HR if they have any further queries.



